ORDINANCE NO.

AN ORDINANCE AMENDING THE CITY BUDGET FOR FISCAL YEAR
2016 FOR THE CITY OF STOCKBRIDGE TO RECLASSIFY THE
POSITION OF PURCHASING CLERK TO THE POSITION OF
PROCUREMENT  SPECIALIST; TO REPEAL CONFLICTING
ORDINANCES; TO PROVIDE AN EFFECTIVE DATE; AND FOR
OTHER PURPOSES

WITNESSETH:

WHEREAS, the City of Stockbridge (“City”) is a municipal corporation duly organized
and existing under the laws of the State of Georgia and is charged with providing public services
to residents located within the corporate limits of the City;

WHEREAS, the City adopted its final operating budget for fiscal year 2016 on December
14, 2015;

WHEREAS, Section 6.27 (b) of the City Charter provides that the City Council by
majority vote may make changes in the appropriations contained in the current operating budget
at any regular meeting or special or emergency meeting called for such purposes;

WHEREAS, Section 3.04.060 of the Stockbridge Municipal Code provides that
whenever the city council shall amend the budget to provide for a new employee position, the
following documents shall be included as exhibits to an ordinance providing for the new
employee position: a numbered budget amendment which indicates the budget line item where
funding for the new employee position is to be located within the budget and establishing the
amount of funds within that line item allocated for the new employee position(s); a restated
organizational chart indicating the new employee position; and a job description and salary range
for the new employee position; and

WHEREAS, having complied with all necessary legal requirements, the City Council
wishes to amend the 2016 budget to reclassify the position of Purchasing Clerk to the position of
Procurement Specialist;

THEREFORE, THE CITY COUNCIL OF THE CITY OF STOCKBRIDGE HEREBY
ORDAINS:

SECTION 1. Adoption by Reference. The document attached hereto as Exhibit “A”
comprised of:

(a) a numbered budget amendment which indicates the budget line item where funding
for the position of Procurement Specialist is to be located within the budget and
establishing the amount of funds within that line item allocated for the position of
Procurement Specialist;

(b) a restated organizational chart indicating the position of Procurement Specialist; and

(c) a job description and salary range for the position of Procurement Specialist



is incorporated herein by reference and is hereby adopted as an amendment to the Budget for
Fiscal Year 2016 for the City of Stockbridge, Georgia.

SECTION 2. Public Record. This document shall be maintained as a public record by the City
Clerk and shall be accessible to the public during all normal business hours of the City of
Stockbridge.

SECTION 3. Approval of Execution. The Mayor is hereby authorized to sign all documents
necessary to effectuate this Ordinance.

SECTION 4. Attestation. The City Clerk is authorized to execute, attest to, and seal any
documents which may be necessary to effectuate this ordinance, subject to approval as to form
by the City Attorney.

SECTION 5. Codification and Severability.

(a) It is hereby declared to be the intention of the City Council that all sections, paragraphs,
sentences, clauses and phrases of this Ordinance are and were upon their enactment believed by
the City Council to be fully valid, enforceable and constitutional.

(b) It is hereby declared to be the intention of the City Council that to the greatest extent allowed
by law each and every section, paragraph, sentence, clause or phrase of this ordinance is
severable from every other section, paragraph, sentence, clause or phrase of this ordinance. It is
hereby further declared to be the intention of the City Council that to the greatest extent allowed
by law no section, paragraph, sentence, clause or phrase of this ordinance is mutually dependent
upon any other section, paragraph, sentence, clause or phrase of this ordinance.

(c) In the event that any section, paragraph, sentence, clause or phrase of this ordinance shall,
for any reason whatsoever, be declared invalid, unconstitutional or otherwise unenforceable by
the valid judgment or decree of any court of competent jurisdiction, it is the express intent of the
City Council that such invalidity, unconstitutionality or unenforceability shall, to the greatest
extent allowed by law, not render invalid, unconstitutional or otherwise unenforceable any of the
remaining sections, paragraphs, sentences, clauses, or phrases of the ordinance and that to the
greatest extent allowed by law all remaining Sections, paragraphs, sentences, clauses, or phrases
of the ordinance shall remain valid, constitutional, enforceable, and of full force and effect.

SECTION 5. Repeal of Conflicting Provisions. Except as otherwise provided herein, all
ordinances or parts of ordinances in conflict with this ordinance are hereby repealed.

SECTION 6. Effective Date. This ordinance shall become effective immediately upon its
adoption by the Mayor and City Council of the City of Stockbridge as provided in the City
Charter.

[SIGNATURES APPEAR ON FOLLOWING PAGE]
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SO ORDAINED this 02 day of March, 2016.

s> '
ANTHONY S. FORD, MAYOR'PRO TEM

ATTEST:
Qe dastar
VANESSA HOLIDAY, CITY CIhERK

APPROVED AS TO FORM:

A

MIC'HAEL\VILLIAMS, CITY ATTORNEY

Date Presented to Mayor: L5l/ g/ // 20 / (0

Date Received from Mayor: ‘—-*%v/ B) / (}O / o
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CITY OF STOCKBRIDGE

BUDGET AMENDMENT

| ACCOUNT | I PROJECTl | DESCRIPTION

NUMBER

DATE

2016 - 004

03/28/2016

| [ Increases | | Decreases |

100-15100-511100 Regular Employee Salaries 10,525
100-00000-389040 From Reserves 10,625
Totals 10,525 10,525

This amendment is to upgrade the Purchasing Clerk to a Procurement Specialist.
Budgeted in 2016 as grade 15 upgrading to grade 17.

Entered

Approved

—_—y
ey



City of Stockbridge Class Specifications

Job Title: Procurement Specialist

Job Summary: The position is responsible for planning, organizing and
administering the comprehensive purchasing functions of the City in
compliance with mandated requirements; overseeing daily activities
including major purchases; responding to a range of inquiries regarding
processes or bid status; negotiating terms and conditions with vendors
and/or service providers; and achieving department objectives and goals

within budget.

Class Characteristics: This is a full-time exempt classification level.

Major Duties:

e Acts as a liaison between City departments and vendors;

e Research price increases provided for in contracts and makes
recommendations as appropriate;

e Conducts research, evaluates findings, and makes decisions on
procurement matters;

o Demonstrates continuous effort to improve operations, decrease
turnaround times, streamline work processes, and work cooperatively
and jointly to provide quality seamless customer service;

e Develops and updates policies and procedures for the decentralized
contract administration program;

Randomly audits procurement activities for compliancy;
Interprets contract provisions;

Obtains price quotes from vendors and compares quotes with the
specifications and availability of items;

¢ Organizes, updates and retains product information files and purchase
order records;

e Prepares purchase orders through a computerized system and places

orders for the purchase of goods and services;

Resolves procurement inquiries and complaints from the public;

Responsible for compiling and filing mandated annual reports;

Responsible for maintaining the city’s vendor management system,

Reviews bid protests and prepares oral or written recommendations;

Reviews contracts to evaluate overall revisions, price, and past

performance of each contract prior to bid or renewal;

e Serves as the city’s asset manager, responsible for inventory
management for audit compliancy and proper sale and disposal of
items declared surplus by the City Council;

¢ Writes and evaluates request for proposals, bid specifications and
invitations to bid;

o Coordinates selections committees, prepares reports on the selection
process and makes recommendations regarding the selections

committee process.

Administration | Rev, 03/18/2016 | Page 1 of 3




City of Stockbridge Class Specifications

o Performs other duties as assigned.

Knowledge Required by the Position:

o Ability to communicate clearly and in a pleasant manner with the
general public, elected officials and other City employees.

o Ability to comprehend and make inferences from material written in
the English language such as laws, rules, ordinances, regulations,
and procedures governing public procurement;

o Ability to enter data or information into a financial management
system to prepare requisitions and purchase orders;

o Ability to express ideas clearly while making oral presentations.

Ability to make arithmetical computations (multiplication, division,

percentage calculations, addition, and subtraction);

Ability to obtain appropriate commodities in a timely manner;

Ability to operate a computerized accounting system;

Ability to organize data and compile clear, concise reports;

Ability to produce written documents with clearly organized

thoughts using proper sentence construction, punctuation, and

grammar;
o Ability to work cooperatively with other City employees and the

public.
o Ability to work safely without presenting a direct threat to self or

others;

o Ability to interpret contract requirements, review and interpret
insurance policies or certificates of insurance.

o Excellent written and verbal communication skills; proficient
mathematical skills; excellent analytical skills and attention to
detail.

e Knowledge of purchasing principles, practices and procedures;

e Knowledge of assigned commodities and services including sources
of supply, commodity markets, price trends, grades, and qualities;

e Knowledge of City ordinances, policies and procedures;

o Knowledge of common business practices relating to the purchase,
pricing, terms, shipment, taxes, and payment for commodities and
services;

o Knowledge of contract administration principles; contract
compliance.

o Knowledge of large scale purchasing methods and procedures;

Knowledge in the preparation, issuance, evaluation and award of

RFPs (Request for Proposals).

Knowledge of modern office procedures and equipment;

Knowledge of municipal finance and budget administration;

Knowledge of technical writing principles.

Knowledge of Uniform Commercial Code;

Administration | Rev. 03/18/2016 | Page 2 of 3




City of Stockbridge Class Specifications

e Skill in using a variety of computer programs for administrative
functions.

Supervisory Controls: The work of this position is performed under
the general supervision of the Treasurer.

Guidelines: Guidelines include GAAP, GASB and other federal and
state regulations governing municipal accounting and financial
management; City and departmental safety manuals, policies and

procedures.

Complexity: The work consists of administrative and recordkeeping
duties and requires the application of basic knowledge of public
finance, budgeting, procurement and accounting.

Personal Contacts: Contacts are typically with co-workers, elected
officials and the general public.

Purpose of Contacts: Contacts typically occur in order to give and
exchange information and provide services.

Physical Demands: This work is performed indoors in an office
setting and involves occasional light lifting.

Work Environment: This work is performed indoors in an office
setting. -

Supervisory and Management Responsibility: None.

Minimum Qualifications: Bachelor’s degree in business or public
administration, economics, marketing, supply chain management,
accounting or closely related field supplemented by three (3) to five
(5) years of experience in governmental purchasing or public finance;
or any equivalent combination of education, training, and experience
which provides the requisite knowledge, skills, and abilities for this
job; must have excellent writing and communication skills, must have
knowledge of contract and vendor management; proficient in windows
based applications including Word, Excel and Procurement financial
systems. Preferred qualifications: Certified Public Purchasing
Professional Buyer (CPPB) certification and government purchasing

experience.

Administration | Rev. 03/18/2016 | Page 3 of 3
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Procurement Specialist
Salary Survey

City/County Minimum Maximum
Carrollton S 34,729.49 | $ 34,729.49
LaGrange S 35,235.00 | $ 51,563.00
Peachtree City S 56,811.86 | S 85,217.78
College Park S 45,440.00 | $ 69,081.00
Griffin S 36,370.00 | S 45,555.00
Duluth S 31,970.00 | S 49,546.00
Jackson County S 44,668.00 | $ 62,535.00
Clayton County S 38,475.00 | S 57,971.00
Smyrna S 38,794.00 | S 58,191.00
Rockdale County S 34,320.00 | S 55,844.88
Oconee County S 33,858.00 | S 49,094.00
Brunswick S 31,257.58 | § 48,449.29
Roswell S 30,607.00 | $ 48,971.00
Rome S 29,300.00 | $ 51,000.00
Walton County S 46,800.00 | S 70,200.00
[Stockbridge B 35214.40 [ $  52,020.80 |




Vanessa Holiday

From: Michael Harris

Sent: Wednesday, March 30, 2016 4:16 PM

To: Council and Mayor

Cc: Vanessa Holiday; Renee Wheeler
Subject: Procurement Specialist Salary Ranges.xlsx
Attachments: Procurement Specialist Salary Ranges.xlsx
Council,

Per the council’s request from last night meeting. Please see attached, the salary survey results that were compiled by
our HR Manager for the Purchasing position that was approved by the council yesterday.

Please let me know if you have any questions.

Thanks,
Michael



